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But still he left behind Ms trai 
And thereby hangs ngr moral tale* 

By a lone dog that passed that wayp®:#? v ' 
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And then s wise bell-wether sheep 
Pursued the trail o’er vale and steep. 


trail was taken up neat day 


And drew tho flock behind him, too. 
As good bell-wether# always do* 
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And fro* that day, o'er hill and glads, 
through those old woods s path 
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an wound la ml out, 

And dodged aid turned and -bent stout* , : ,!' ;i 

And uttered words of righteous wrath 
Because *twa» such a crooked path! 

V 'y>i ■■.-•/■ 

But still they followed— do not laugh— 
f ha first migrations of tha calf. 

And thxtmjpi this winding wood-way stalked 
Because ha wobbled when he walked* 
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Ihls forest path became a lace, - 
toad beat end turned a ad turned again; 


this crooked Ians became a road, 

a poor horse with his load 




toiled on beneath tho burning sun. 
And trsrsled some three miles in 




thus a century sad a half 
They trod the footsteps of that calf* 
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LEGISLATION 

The Congress reconvened on 7 January; however, some Congressional com* 
mitteei were hard at work prior to that time. Sputniks, missiles^ and the general 
s tatus of scientific developments will naturally be given priority consideration. 
However, another subject will also be given immediate treatment — Federal pay 
raiaea. Some bills were introduced on the first day of this session and, as 
in di c a t e d in previous bulletins, other bills were introduced in the first session. 

Two separate articles are included in this issue of the .Bulletin on the subject 
of pay raises -- one devoted to civilian pay raises sad the other to military pay 
raises, Although it cannot be predicted what Mils will succeed or what the increases 
Will be, it is generally agreed that a pay increase for civilian and military personnel 
will become law during this session. 

After weighing all of die factors, the Organisation has decided not to submit 
any career-benefit legislation, particularly In die field of retirement, to this ses* 
aion of the Congress. 
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CIVILIAN PAY RAISES 


Thiwarticle highlights the main provisions of the Administration’s pay plan and 
compares it with die one proposed by die Senate Civil Service Committee. 

ADMINISTRATION PLAN 


25X1 


The Administration plan calls for: 


a> As average increase of 6.4 percent for Classified employees. 

b. A new system of merit raises for outstanding Classified employees . 

c. El i minati on of the present legal limit on so -called supefTgrade (GS-16 
thru GS-18) Jobs in Government. 

d. Elimination of die present limit on a special group of scientists and 
engineers , hired outside die Classification Act, at salaries ranging from 12,000 
dollars to 19,000 dollars. 

9 . Higher starting salaries for college graduates entering Government 
in the professional and managerial fields. 


f. A new ceiling of 19,500 dollars on Classified pay — as s substitute for 
the present 16,000 dollars . (The 16,000 dollars is now the single rate for the 
ha jmndftq of employees in Grade GS-18. Under the Administration's proposal, 
GS-|$ would have four steps -- 18,000 dollars, 18,500 dollars, 19,CX)0 dollars 
and 19, 500 dollars.} 


One of die stated aims of die Administration 's plan is to make Government careers 
more attractive to employees in the upper and middle brackets. Thus, it proposes a 
fiat dirtncrease for Classified workers in Grades GS-1 thru GS-10; 7.5 pefhent for 
those in GS-fi thru GS-14; and 12. 5 parent ha GS-15 diru GS-18. 

Said one high Administration Official: 

"The proposal includes^** a primary objective jmore adequate compensation 
for those whose present salaries are shown to be substantially less than salaries 
for non-Pederal employment when compared with positions ©f similar responsi- 
bility. 


"The proposed realignment of the Classified Act pay schedule affects 
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particularly the middle and top bracket levels, which include the thousands of 
employees in the scientific , engineering, managerialjStnd other professional 
categories 

"This realignment will establish greater inter?grade differentials in the 
upper grades, thus eliminating as much as possible the compression which has 
occurred to those grades to recent years, " 

The new plan would make GS-7, instead of the present OS-5, the starting salary 
for college graduates to scientific, prof es sionat and managerial Jobs .^tlvil Service 
Commission would determine which jobs started at OS-7. 


Administration officials, however, told members of Congress to a written state- 
ment explaining the new plan: 


'This does not mean that the entry level for one profession will be fixed 
at GS-7 and the entry level for another at GS-5. Nor does it mean that all GS-5 
jobs now filled thru the Federal Service Entrance Examination will be reclassi- 
fied to and recruited at GS-7. 


"Many of these GS-5 jobs are clerical, sub/professional , ami semi/tnanagerial 
rather than entry-level professional and managerial jobs, and upward classification 
odsuch jobs will not result. 

freaent starting pay to GS-5 is 3,570 dollars per year. Beginner scientists and 
engineers, however, are hired at toe top step of GS-5, which is 4,480 dollars. After 
if. si* months service, they advance automatically to toe top step of GS-7, which is 
5,335 dollars. Under toe new plan, beginners to the scientific, pxofessional^and mana- 
gerial fields would be hired at 4,800 dollars, which is the proposed new bottom step 
e# OS-7. 


SENATE PLAN 
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The Senate plan differs with toe Administration's plan to that it provides for: 


a. A fiat across-the-board increase of 7.5 percent for all employees. 

b. A ceiling of 16,000 dollars on salaries with certain specified exceptions. 

c. A freeze on civilian employment during the calendar quarter beginning 
( October! I] 1957, with some exceptions . 

d. Restrictions on appointments during succeeding calendar quarters, i*e 0 
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appointments may not be made to more than one-third of the vacancies occurring 
during the preceding quarter, again with certain exceptions . 


One amendm ent to the Senate Bill would make the increases retroactively effective 


to 1 October 1957. 
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MILITARY PAY RAISES 


The Administration has proposed a "fundamental" change in the miUtafy pay system 
whichwould give a large majority of men in uniform a minimum 6 pe/^ent pay raise. 

A detailed plan to revamp existing pay rates of servicemen has been presented to 
Congress, basing compensation on merit and skill rather than length of service. Seven 
out of 4e»- members of the active forces would benefit. 


TVu. f’*- Clw'w 
~ ! * 

fee military). a'fmeS 


4t couplft the recommendations of the salary study/made several months ago in 

imei at seeping skilled leaders and techirfcfans in service^ with a 6 per— 
cent cost ’ofTiving rise for everyone with more than two years' service. 
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ih ^dmail Km h f 1 1 r Jour- star ge nerals and admirals would get an additional 423 dollars 
aqd 60 cents a month T^Bl^ lt^rfeafly salary, including allowances, of 24,093 dollars — 
more In line with top executives in industry. 

Many higher grade enlisted men would receive raises of more than 100 dollars a 
month. An Air Force master sergeant, for example, now drawing 261 dollars and 30 
cents a month in base pay on l^years ' service, could earn up to 440 dollars monthly plus 
allowances. 

Officers and men serving their initial two years' obligated service generally would 
receive no increases, although a quirk of the bill would give second lieutenants an addi- 
tional 70 cents a month. ■ ^ 

The plan follows the recommendations of die aforementioned salary study in many 
respects, but there are these differences: 

i, Present retired personnel are excluded from the benefits of the new rates, 
although past pay raises largely have included them. 

b. Ttatjpew pay rates for enlisted men would go into effect /july| 2| ,but those for 
officers -- above the 6 percent -of -living rise -- would be spread over feer boosts 
within three years, 

\) c. The raises for top-ranking officers, while substantial, are lower than TK'o 

proposed by the salary study. 

*0 «■- 

Pgigw^, two new super^rades for enlisted men, above master sergeant. 

The Army and Marines are expected to call the new ranks ^sergeant-major" and 
"j&x&emt .Jjrstclass” - - existing ranks with pay equal tojgaster jergeant. Navy and 
Jut Force wLaesTfor the supejT&rades have not been settled. 


J 
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TT» rinks of three- and four -star ge neral also would be two new super^rades. How 
such officers receive die base pay of a m ajor jpneral^lus a special money allowance. 


The chart on the opposite page sets forth die proposed changes in the basic pay 


scales. 
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Pay Grade 

*£-9 Sgt. Major 
tE-8 1st Sgt. 
E-7 M. Sgt. 
E-8 Sgt. Icl 

E-6 Sgt 

E-4 C orp. . 
EdHc ... 


E l Pvt. (under 4 mo.) 78.00 


Dollars per Month 



0 to 2 

* to 4 

4 to S 

4 to 8 

Over S 

$400.00 

$410.00 

1420.00 

$430.00 

H4G.0G 

350.00 

380.00 

370,00 

380.00 

300.00 

310.00 

320-00 

330.00 


250.00 

280.00 

270-00 

280.00 


210.00 

220.00 

230.00 


140.00 

180.00 


_ 


99.37 

117.00 





Proposed Officer Basic Pay Scale 

Years of Service in Grade 
P»y 
Grade 

*0-10 Gen. . 

1*0- 9 Lt Gen. 

1*0- 8 Maj. Get 

*0- 7 Brig. Gen. 1200 
*0- t Cal ... 

*0- 8 Lt Cel 
0- 4 M»J. . . 

0- 2 Capt . , 

0- 2 let Lt... 

0- 1 fed Lt. 


Entry 

r * t 

M M 

%A 

45 

$1790 
1500 
. 1360 
. 1200 
m 

•1006 


*1066 

710 

• 780 


* 705 

530 

900 


906 

430 

432 445 

43 * 

4 T 1 

335 

343 835 

305 

373 

133 

244 MB 



54 Over I 
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■w j* 

JF 117 * d “ ty W supplemental*, ’ paid i 
hf *** d Dot wared pewoanel or r« 

♦Proponed nor rank* I 

JProM^aaarpajrgrsaM. ;i] 

P®**oja»l oa active duty receive rental, sabeietr 

her ilkHnAMe tft addtetJL 
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DEPUTY DIRECTOR FRMSES LANGUAGE DEVELOPMENT PROGRAM 

la addressing the personnel of the Office of Training at Its annual Christinas 
meeting, the Deputy Director has this to say about the Language Development 
Program: 

’Dm of the most rewarding result# of your efforts is seen in the language 
training program , The word has gotten out about the language incentive program . 
I understand that over 450 employees are now enrolled is voluntary language 
programs . This number is above and beyond the approximate 850 enrolled in 
the regular language programs. The figure is impressive. It still isn't large 
« enough . One of the jobs you have to do next year, in this program , Is to 

provide the guidance to assure that those persons taking language voluntarily 
are studying the languages which will be in greatest demand by die Organization , 
both now and In the long run. Guidance to these ' volunteers" will have to come 
from supervisors and from you here in die Office of Training. This guidance 
will have to be based on a clear appreciation and knowledge of long-range 
programs and trends, In short, we have the program going. We are developing 
our pool ©f linguistic talent. Now, we want to orient It, as appropriate, to ful- 
fill die defined requirements of this Organization, both shorthand long-run. The 
management of the training offered can spell success or f allure In this effort. " 
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GIMMICK ATTACHED TO PAY PLAN 


The Administration's new Federal employee pay-raise plan includes a gimmick 
designed to make grade-to-grade promotions more attractive tcT^lassified employees 
who win them. 

Here’s the plan: 

All Classified grades except GS-18 have several within-grade pay steps thr^which 
employees advance on a seniority basis. And all except GS-16, 17, and 18 have thr e e 3 
longevity grades for employees with extra -long service in particular grades. 

The top steps of many grades overlap the lower steps of the next higher grades. 

Accordingly, under present law, when an employee is promoted from one grade to 
another, his new salary must be at least one within-grade step greater than his old -- 
provided this doesn’t involve assigning him r-> a longevity^tep. 

Under the Administration's plan, his new salary would have to be at least two steps 
greater^ 

(A»4Jf necessary to insure this, the employee could be assigned to a longevity 
step of his new grade. 
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TRAINING ENROLLMENT INCREASES ^ \ 

^ 'y: 

Ay gflni-y.aftnn employees are continuing to undertake more and more^raining 
teJ^S^ierisg-e# their careers. /The Office of Trainipg is offering more courses 
now than ever before. 



indication of employees* desire for knowledge is the ever-increasing 

number of requests for external training. Out of twelve hundred requests received 
during 1957 , ninety-five per cent of them were approved, and the trainees are now 
increasing their qualifications for Organisation work by study in new fields or by 
improving their efficiency in fields in which they had limited knowledge. 

These people are building the Organization and will experience the great degree 
of satisfaction that only personal accomplishment can bring. 
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(Reporting of Travel and Reimbursable Expenses) 
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There has been a good deal of interest in the recent announcements by the 
Commissioner of internay Revenue on reporting of travel and reimbursable ex- 
penses on your G- S. lryi:'..vldTml Income Tax returns. The new (1957) tax forma 
now provide a special lii&T&rpkge 1 (tt e » 6 (a)) - for these expenses. After 
first indicating that compliance would be expected, the Commissioner later 
stated that the taxpayer would not be expected to report line 6 ( 4 ) inform- 
tion for 1957. However# he made it clear that the information would be 
expected and the requirement enforced for 1958 * You may want to know hew 
this affects you personally. 


Actually, there is no change in the Tax Code or the regulations. As an 
employee , you are expected to add to your gross income any payments you re- 
ceive for travel or per diem. You should then itemize the actual expenses 
and enter the total on line 6 (a) on page 1 of Form 1040. The difference bet- 
ween actual expense and 'the amount you have received will thus be reflected 
as either additional taxable income or deduction from gross income in 
reaching your adjusted gross income. Any deduction here would not affect 
your right to take a standard deduction jin lieu of itemizing your personal 
deductions on page 2 of the return. 


the case of many Organization personnel, security considerations 
have probably prevented itemized accounting. Coupled to this has been the 
practical aspect that reimbursement seldom if ever resulted in added taxable 
compensation, and any excess available as a deduction has generally been 
negligible . So the result more often than not we suspect was an omission of 
this Information. And seldom was this omission remarked by Internal Revenue. 
The picture has new changed. 


25X1 


While the crackdown is probably aimed mainly at the high-expense-account 
employee in private industry, there is no doubt that Government employees 
fall within the technical requirements. Just how it will affect employees 
of this Organization is not yet clear. So far, the people in the Internal 
Revenue Service continue to understand our difficulties in providing itemized 
travel and other operational expense®. At the same time, they are not yet 
sure how much force they will be expected to exert. Congressional reaction 
may influence the situation too. 

For the ament, it would seem desirable for everyone that can do so 
without undue risk to security to keep a fairly specific tax diary. Then, 
if at the end of the year, the information is required and can be safely 
provided, it will be accurate , In the meantime, every effort will be made 
to reach a firm understanding with the Internal Revenue Service on the ap- 
plication of this requirement to the various classes of Organization personnel, 
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ltn | ’| a» **»*S |||i XOth 
to dse3 lag* dividends and elect officers sod 


can Si Jsemaiy 
corataittee swsabers. 


Use Board of Strsetere* comclom of the tame non-profit policy 
«# Credit TkiOttS in gensrsl, reccssaended the Wisest possible dividend 
«f eoetfonaiag with sound Credit Stolon awnegewot practices. Shis 

HA readily accepted tgr wasninaua consent of- the aaohere. 9h» president 
«r *» Credit Onion r ep o rt e d that, aXtheutfi there have been swcy policy 
soft tplpr chw^gea is the part yasars consisting mostly of li b e r al l aed 
te peH^le* and Halts on share deposits, the yew* 195? showed a 


Credit Chios, vbiob see organised in Bsewher 1947, hA* hit 
Its paving pains. Seeching its first million in assets in 1952* it 
hBS nev g r oan to a strong h.gjTa&lliom dollars in asssts* Jneng 
^ruadnately 175 Credit Stolons in the MetropoHt an «tree, as ere one of 
the largest, fits lowed of Birectors snd the aanbsrs of the various 
gtwitt ffeia n Coraaittaes deesm ouch credit i tar their sea* in building 
up Credit tlhim. Sfcts* Organization officials have accepted then 
jfeapcai&htlltiet as eatra-doty activities and receive no rasenaration for 
the m K& hours devoted to the Credit Stolon. 
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Tm wmomi mmm executive reserve 

to Executive Reserve, which will be available to Emppleaent the top staff 
of our Organization la the event of emergency, is now organized. This civilian 
program, which is governaient^widej has progressed considerably since it was 
first described to the September-October Issue of this bulletin. 


IVeaty-tJaree individuals hove been approved by the Birector for service 
as Executive Reservists. tBhmi fm. nimanfr e ew «f this group ' i ' fa e r re - 1 eapressefl. 

1 it in J a maJmmm* tergeree 4m 4hts ■ anfaedey . She Reserve Bait to the Organiza- 
tion at this time ie made up of, although not limited to, consultants and 
former employees. It is composed of leaders from all parts aS the country. 

Shey are experienced executives and professionals from industry said private 
institutions who have agreed to peacetime to give their time for participation 
to periodic training and in the testing of mobiliz ation plans during emergency 

t <jr 

exercises and. for full-time employment , dwaetog wartime! 

It is of interest that fifteen Ckwerment departments and agencies have 
established Executive Reserve IMts having a combined membership of approxitaately 
1,000 Executive Reservists. These are outstanding executives end administrators 
tsm all parts of the country; from largo and small industries; from the profes- 
sion©, labor, agriculture and public and private institutions. It is anticipated 
that there will be igpproxtoately 2,500 Reservists designated by 1 July I 95 Q. 

Wm Secretary of commerce and the Birector, Office of Defense Mobilization 
sponsored a two-day conference of Rational Defense Executive Reservists which 
was held to Washington, D. C. end attended by 1,300 persons, toe President of 
the ttoited States, the Vice President, the Secretly of State, the Secretary of 

lafvass and other high ranking officials spoke to the group. 
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^ \X. of oXtvy w n \ w ri ^ 

* ^ | ( < , ; „ A r , ' tf ' 

pay i-;, ^ . fe riicip»U^pSB#crvl.v. w\r> r* i^agar ***• * atatutir/ uULi^tt® 

to mL. * ». tte Aaady MNm are re*iirad by tteir »«nrl« to n,.;. bo rffltovit 
.greci.^ w- eontlaae u a teady teeervlst for a stated n i a i *** p#r^% 

ttc ^t«ndty finan la object to active duty only 1* «»* ot *■=* or "■t*** 1 
ey cu dared ly tte COngraaa, apd under tte praaaot concept now of ita 
t, even at mob tl«M| will be ordarad to «cUw Arty until tii* .-election 
Cernce syrt-aa tea detered-ad wb*ter the stiffly teaarrUt 1. *e«atUl to 
the defence effort in the Miliary «rlc# or in bin aivUiaa purest, la otter 
«os«o, although BtmShT teaarriata ra-eia tebjoct tonUitery oontxta under 
condition-, Saleetlve Samoa tet«tex m ttelr milablUty for 
■Ultery Itetere of tte otandhy tea parfom teaarvw training 

or ao^iate requited wm^onii"* ocwrsaa are entitled tte award of reti a«1 
and pw-otloo^omt eredlte *ie% sn^tte »ter wm ^ *** 

far aaeb particlpatioa, teeever, nor will they be enable to receive p*y for 

ynr H^a* of active duty for teaming. 

Orpni nation raaarrmta ovareeae vbo bare reoeivat a telectita Samoa 
tieetlanmlte ateteA fill it oat aa fully aa pteaible, »UP It and 

through T*r to hted i — When tte ladivliteal receive* notifloa* 

tlaa af Ma OalecttLve Samoa 8yrU» catenary, ha ehculd adrlaa hie eanluietane- 
tm or paraonnal officer in erdar ttet ttea iufon-tioa -ay te lndadte in hia 


2 - 


Approved For Release 2002/09/03 : CIA-RDP78-04724A' 


this docu«n=Ri is P 3 ^ # J. ‘ n fl {f f must U 
Jlla. - JULseBAISiS. ‘i? 0 . 


Q.TrOr.i sjrdomati# n *** R 



Approved For Release 2002/09/03 : CIA-RDP78-04724A0001 00080007-0 

£ k \J i 5 G O 

. muL-rrams report 


A 'as* Fitness Report fora las basn approv ed by the Grgaai*ati«*i Parser C««acil. 


It is plsnaedthat copies of this new form 


1*0 "tii0 £%#%& ***& 


headquarters before 30 Arne of ibis yw. 

Tbs ns for® is contained ia ass me sal pise— asptosle on tbs evaluation 


of tbs «Eploy»e's pezfozasase la Ms current position* Jit- uni the os— mats 
nusuntms operating end oanlnl stmtlve off Icial* that tbs infarnaatian r ec o rded 

> x ,r 4 

g la fart XX Potential of tbs pr ese nt feaaa bss asm really wni to identify 




eopioyees who are intellectually outstanding or 


wbo bare 


leadership, forehand Mgh potential for growth. With the ^tEttrodoetiOB of- the 
Career Preference Oufcliaa a sore practical m*m of indicat ing^ 

to the individual concerned,** veil ass t© mxm&m ent, tea s®em«or*i Judge- 


neat regarding the individual's capacity for future devalopaeut. However, the 
supervisor who is preparing « evaluation of the eaployee cm the new fera nay 

) .J k J*-. Vy | 

r eco rd, shea ap propriate, Ms opinion of t he 4jsdl Vldb»I*s pot e n t ial ia the 
narrative section* 

Investigation sad inquiries have indicated that * narrative evalu at i o n^ 
shot carefully atd properly prspare&ji# the best basis for deteniiaiag future 
personnel actions* Provision is nods ia the new fans for a narrative section to 
be used by the supervisor to add infcraatlon Which will help ia deseribiag the 
individual. Our new syatea also provides that m evaluation ia noanraa&m fora 
nay be substituted for the fitness Report form for eaployees ia grades OS-14 
and above. Previously only employees at tbs supergrade level (QS-ld, 17, 18) 


were eva lua t ed ia aasaaraa dua r e p or t s. 


Tiiis docL'R'-f-t r r of an integrated 
file, If scn;:^ic;i u t^s fsla it must be 
subjected to indiridK&i systematic review 


Another innovation ia the aew systm for the subKdssiea of an n ual reports. 


The Council has approv e d a fined scheduler due dates for sawa a t reporta.vMeh 
leased on grade levels^ TMslae*as ■ that evaluations on all iadividwls ia the 
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nill save considerable %mrk vtileHt* aasrjgceeeeftry -to notifying supervisor* of 


1 

the a«* date fpr report and viM. aasiet career hoards a»d yanald 

0 j^- ^ " " 


consideria^ . pr^otitsui 



a compet itiee fcaeisu 




It i» anticipated that the new Fitness Import util tetter assist the 


supervisor* in evaluating the eaployees trader their Jurl#Sicti«* sad tetter 
serve tt* interest* of the individual* concerned eft jeeli i , a * theinterest* of 
t&e Qr&&tM&bl<te * 
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SECRET 

EMPLOYEE BENEFITS 


We- have reoeived se verai requests for articles ©»the various benefits 
programs available to employees . We-e^e ^«mmg“te ptjWish jwxt rnon im 

special issue of the Support Bulletimwhich w«W» devoted exclusively to 
ni1 ^ j rJ . T ThAoouor’-TLl cover such things as widows' benefits, retirement, f 
medical andmsurance coverage, and welfare funds. It i«imende<Tthet 
BuUetin^widely distributed and^tainedfor future reference. ChnnianTu 
f • "‘.fee reported-a^s tbey occur. , ■ 
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SECRET 


PROGRESS REPORT 

The Eangiiarge Development Program has completed a year of solid progress . 

! - / 

Results since the fourth of February In ’ fifty sev e n can be summarised 
simply: participation in the program ran high and still does; scores of people have 
set aside their pre/work and post-' work hours for study and class work; book®, 
tapes and laboratory facilities have been in such demand that additional facilities 
had to be provided; some of the more unusual languages have been introduced into 
the program; the Language Qualifications Register -** result of the tremendous 
response to the Language Data Record ia currently up-to-date; language proficiency 
tests for ail languages on the awardable list have been scheduled for Headquarters 
personnel whose eligibility for awards occurs during die period of 4 February to 
30 June; the first awards were granted for achievement of awardable levels of 
proficiency in specific languages. 


SECRET 

Approved For Release 2002 /0 9 /03 : C I A-R PP78-04724A0001 00080007-0 




rovet^o^ease 2002/0^/03 

^QUR — 

RECORDS MANAGEMENT,. AND WE SPACE PROBLEM 
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Do you have a space problem? More than 
likely you do If your office is as over- 
crowded as some. 

Have you ever thought, however, that per- 
haps you have a records problem instead? 
Here's an Organization office where this 
was the case. 


the remaining 26 cabinets were realigned 
along the walls for quicker reference. 

Av, wider aisle increased efficiency. Work 
space and babies were provided for resear- 
chers. 

You too can gain more space, perhaps 
relieve a floor loading problem, or sim- 
ply keep your present volume of records 
in bounds. 

Here are several ways to do this. , * 

USE THE RIGHT TYPES OF FILE FOLDERS' id® 
GUIDES - IF YOU WANT EOUR FILES TO L00& 

L 


ftp. 






KanH^-' ; ; 

: 


fe' If 'V: 

- \;h’!' '• • •; : . 1, ' _ 

+ ‘ ..'W T li « v 

; V”'; ' •'.kit- 


1 


‘ V '. i 4 - : k ' - - • : ; •: 



Wm^ : : 





flip ■ ’• 




: 1 V-^npri 

1 


' - : £«.? l',-- V-l- h :■ L 

'■■■•' j'- ; 



K'" ; ' 





fT; ■ t 


RATHER THAN THIS 


jhirty-one cabinets vwee poorly arranged 
because their weight had to be distributed 
along main floor beams. The aisle was nar 
row and there was little work space for 
persons using the files. 

But see what was made possible by elimi- 
nating the need for duet fAwW* cabinets . 
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ne heavy! duty pressboard ■ folders only 
light erf weight kraft on«6would have 
.* be replaced during the active, life of 
.he files. A h©atey~4uty folder requires 
:.v«a* three times e.e much apace as a 
raft folder and costs 231 more. 

' 1, •' f Tl' 

se file fasteners mainly for case of 
reject files. Use loose filing when- 
ver you can. It requires less space 
nd up to $Qt f less time. 


listeners and heavy duty folders eat up 
lug space. The chart below shows what 
happen in a typical file. 


WHAT HAPPENS WHEN 
FASTENERS AND HEAVY fpvWW^ 
PRESSBOAKD FOLDERS 
(Assuming each folder 
holds about Va" of material) 



This comparison does not that visi- 

ble-card files should not be used. On the 
contrary, visible-filing systems, with their 
many advantages for posting, signaling, 
and rapid: reference, do have a definite 
place in today's modern, offices. The point 
is simply this--the need for a visible sys- 
tem should be carefully weighed against the 
additional casts for equipment and space. 


NO OF 
DRAWERS 
REQUIRED 


300 lighter.weight 

folder®, no fasteners ...... 4 

300 llghter^welght 

folders, one fastener ...... 414 

300 press. board 

folders, no fasteners 4 % 

300 pressbaard 

folders, one fastener tV,,, 

300 pressboard 1 

folders, two fasteners ..... 7 


i 


a THE RIG iff TYPES, OF CARD -FILING EQUIP- 

W. ■ 

For instance, a 1,200-card visible -index 
5 fe cabinet takes up about .six. ®q, ft, of 
•f uor space and costs; about SUhc,. In com- 
y> •. risen, the tray shown In the neat column 
k Ids the same number of cards, can be 
stored in a file drawer, and costs only 
ex out Building Supply doom hates 

-p ®se trays for different oArd slaes. 


The demand for greater efficiency, and 
increasing curbs on space, have brought 
forth many improvements in card- filing 
equipment. In particular, units are more 
compact bo bring more records within reach 
of the clerk and to reduce the outlay for 
space and equipment. One of these units 
may be the answer to your problem. See 
your Records Officer e# contact the Rec- 
ords Management Staff for advice, 

**«***«*« 


Future article* in this series will give 
you more help in relieving today's space 
problems and will provide standards for 
.better space utilisation In the new build- 
ing- 


. * «*.. i *H*M*fcM - *<■ ‘ «•*’' ♦- ‘ Wv4*. '*»■ - - ‘ 


lilts is 

file, If separata 
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mmmm massm mxmm 

a* Suggestion Awards Cooslttee at ita December 1957 meeting considered 
18 sug^atio^^and voted to adopt 17 of these. Awards totaling 910 dollars, 
from 10 dollars to 355 dollars were grated, These 17 »» «««»«** {^ 
represeat tangible savings to the Organisation of over 12, %5 dollars ia the 
iimt year of adoption pin* aoay intangible benefits. 

Of tiies© suggestion awards^ sdeot were £*oa one dapartOBat, ftANL,- 
J3i ™ ®w^ti^\i^tiie supervise**!* this jmtetesftar de parta e n t who hawn lihsiHr n i r 

i_* of -Ate suggestions by stimulating 

sjid helping their eBployee^^areseat their Maas. 

< ^5SJ 5U ®ff® t ®![ ll * a 28**fL* ***• aeaaare developer eolations 

igfSKE 1 ** ttt n ^ 3 gf develope^ he attached a scaM-wttfe^,*, -< 

graduations ia quarts said galUons T^^Se fas tened a wrSallle cable froa a cover. tS 
2J"* 58 ® solution, t© a afcrker, rldiiigTinFgroew mtbTmBimrT^^ 

the tank filled or aaptied, the floating cover changed position, thus changing 
the marker position which indicator the amount of «©lution .left ia the tank. 


Another suggestion ^opp sea 


was, 


oamrsn lgat way to eanrift .1te.jEUs£Jte.MdMrtp- 
^da *weat g7 % apeayiag the metal with liquid 


A suggestion of Malted application proposed that head trucks be ©quipped 

with *» aatceatlc warning device small tolling bell attacheltothc 

I#© ^ i h tw 

|tiU another suggest*? reeonneaded a water-saver flsatible aassle with a 
built-in valve, controlled by a spring, which cuts off iaaaediately when water 
pressure is m. ftla devise is need for filling photographic and photostat 


tanks to eliala ate the was te and slopping of vote r. 

sash award to one suggests* 
efficient way te n s et/a certain Table of Contents by 
oae-dot an mtriA, this doubled the speed. 
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special 




'fa* 

‘ when a 
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a acre / ^ >w ^ 

(and wee&ita 

- ■ i wrnmmm ■ ■ OI*t 

style, neM, and eut down errors and frustration of operators, ' 

V d r 1/ C-4 ,\v#rvO 

A essll asaaspd also was voted fcr inn liter liidnti reeccae^ei. that - watm a 
Maetgpist sots the boMCfaee subheads for a eertaia publication, Jtfce Tfable of 
Contents, which is identical to the required subheads, Trt sealed 1m twill of 
laboriously searching far subheads. A savings of 40 on mssb kQ&*msm 

®ammrt$% was estimted, ' *ww-sage 

**? ’“*’ 2“f» «■ *»<• the gwm. luomctKs Ublu, to hold orlsUml caw 
mr viewing. Each beard is to be equipped with euff kisdiw^ 

msnets^to^hoM c^qr t© this board ia an upri$*t poeition, This idea 
prev«ated damage to eopy, soae Q l4hhMhR icma>a and ve*y valuable, but 


This dacanr-^f 
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25X1 

saved labor tine. 

Ot%«r awerd-vianiag eusssstide® facilitated Organisation opera- 

tioaa. 

Cate 3 u&-jester pre*poee& the eatalJliahaafiKt of a uaifosna abbreviated systea 
tm cable® to cover toding®, addresses, distributions, and otto* constant 
indicators* sip award vac for 355 dollars ba wd ca tangible savings of 11,000 
dollars in the first year of adoption plus otto intangible benefits. Book 
Dispatch So. klk, as amnded by Book Bispateh So. U6, described this new 
technique. 

Two officer® independently suggested ea e n dae s ts to our transmittal dispatch 
procedures, met suggested abolishing them In certain, instance®* another proposed 
a systea of packet dispatches for certain situations. Per these suggestions, 
the Corasittee voted to award 125 dollars to the first suggester and 175 dollars 
to the second* ' buffed on iatangible benefits. The product off these suggestions 
is Pom So. 1236 which is already in affective use. 

jfctt «sard of 15 dollars, based on Intangible benefits, was paid far a 
training device which has been adopted in a aodif led font. Shi s device makes 
related aap s and charts visible when color slides are being shown in darkened 

roans. 
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SICK LEAVE 
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Us ad 


KEY 


Mldu . n W-MW CC» P .„,.t„ ry 

K ‘“ 1Ut “ 5 ' U *'" °- <> '*« 1 “ »-K»lU.,v. □ fct«Uy. ... W V . 

KOTe* Y our Leave rear started on Jan. 12 , 1*68 and will « n d J.n. 10 , 1959 


srs ivy 1 : fr* 1 *- S1 « ^ «* «* 

<.. y ??.r”L« *”* *• “** « ff S.t»d. y . «■ Sunday., >. 


i €®. m Am u& 1 Leav a on t he following & a k ^ 

13 days a year, during your first S yoart of 'servieafVn' 1 ” l0r e *° h ° f th * 26 pay P* ri od«, 
you have between 3 and 15 years of service (you'll yitAn ? P *f P *L i># f i0<i * or 20 days ' lf 
round out your 20 day.}, and you'll ^ThoS Jtl J U l0r th * U#t p * y Period, to 
service. * g “ our ** or d6 d «y«» ** you have 16 or more year* of 

This document is part of an integrate! 

r . . f file. If separated from the file it must be 

*1 ok. uear# is the same for everyone, 4 hours each nav n*v»T*A *"!fi ot V« t# J" dlvW,ial systematic reyiew. \ 

IS no limit on the amount timt can he icoumuUted! B^thlS «L Lt V T *, *** T > •»***» 
ai Annual Leave that can be carried over frmr nn * V . f 20 on the amount 

tion on the accumulation and use of SlilLve 


or 
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This document Is part of an miegraieq " 
file. If separated from the file it m sr *t bt 
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